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Waltham Forest




Friends of Parks Activities

Introduction 

We encourage Friends Groups to undertake activities in the borough’s parks but need to ensure:

1. Volunteers and members of the public are safe
2. There are no clashes with other events we have booked
3. Park standards are maintained
For this reason, we expect groups to:

1. Fill out our hire form below (if you arrange regular activities throughout the year, we just need one form per annum to cover all your activities).

2. Risk assessment – you may wish to use our template to help you consider all the risks involved in your activity. Your risk assessment will need to meet our required standards. Please contact us to request a copy.
3. Have insurance of minimum £5 million public liability, wherever possible. 
a. Activities undertaken by independent groups are not covered by council insurance.
b. Insurance is a requirement for undertaking any specific nature conservation or gardening activities, as formally arranged with a council officer.

c. We offer to refund groups for their insurance costs – please get in touch if you would like to arrange this. We can only refund on provision of a receipt and we can only make payments into group bank accounts (not personal bank accounts).
4. Discuss any activities you wish to undertake relating to park maintenance, with the relevant officer. For example: tree/shrub maintenance, gardening, bulb planting etc.
Notes
1. LBWF cannot accept responsibility or liability for any incidents, losses or claims during, or as a result of, Friends Group activities. Groups are responsible for ensuring they have adequate insurance, risk assessment and safeguarding.
2. Groups undertaking any horticulture or maintenance works must liaise closely with a Parks Team officer; to avoid any damage, unagreed works, or below standard works. It is very important to us that we maintain high standards and nature conservation in our parks and prevent any budget needing to be spent on repairs, rectification costs etc.
3. Events/activities booked through our greenspace hire process take precedent over any un-booked Friends group activities, in the event of a clash. LBWF does not accept liability for the cancellation of un-booked activities due to other booked events on site.
4. If you require early/late unlocking of a park, then our out-of-hours fees may apply.

Any questions?

ben.frearson@walthamforest.gov.uk – E4 parks

ellie.mortimer@walthamforest.gov.uk – E17 parks

adekunle.bello@walthamforest.gov.uk  – E10 & E11 parks

Friends Groups Hire Form

1. Please complete all fields, providing as much detailed information as possible. 
2. This form is for activities only e.g. volunteering or guided walks. If you are running an event (anything for 20+ people) then you will need to fill in our Greenspace Hire Form for events.

3. We need you to fill in this form:

a. With 4 weeks’ notice for your activity (i.e. all paperwork to meet our requirements to be submitted by 4 weeks in advance). If you are contacting us with less than 4 weeks’ notice, we will be unable to facilitate your activity.  
b. If you are making any significant changes to an on-going activity.
c. If you are extending your activity, or changing the date, time, audience etc.
4. Please return your form to greenspace.hire@walthamforest.gov.uk
5. Please ensure you submit the supporting information we need: insurance, risk assessment.
6. Please ensure you read the Activity Guidelines at the end of this form.

Activity Overview

	Type of activity

	

	Proposed date/s


	

	Proposed location (please detail green space and specific area)


	

	Proposed start time 
	

	Proposed end time

	


About Your Group
	Your Name
	

	Group Name
	

	Activity contact telephone number
	

	Activity contact e mail
	

	Previous activities your group has delivered
	


About Your Activity
	Activity description

(Please provide a detailed description, particularly for practical tasks)
(For on-going volunteer sessions, please detail all tasks and locations)
	

	Estimated number of participants
	

	Type of participants

(We particularly need to know if children or vulnerable adults will be attending)
	

	Number of supervisors/leaders
	

	Event history & development  
(e.g. Number of years established)
	

	Is this a repeat application?
(i.e. we already have a hire form on record for your activity and you are just changing dates, audience etc)

	

	What tools, materials or equipment will you be using?
	

	Is the event linked to a specific strategy or campaign? (If yes, please provide details)
	

	Will you need any vehicle access?

(If yes, provide details)
	

	Will you require any support from the council or our contractors? 
	

	How will you manage any litter?
	

	What First Aid provision will you provide?
	

	How will you be promoting your activity?
	

	Will you be taking photos or film at your activity? (If yes, how will you get permissions/notify participants?)
	


Additional Information
	Please use this space to provide us with any additional information about your event proposal.
	


I am over 18 years of age and have read the activity guidelines below.

Signature: ……………………………………………………….    Date: …………………………………………………………….

PLEASE RETURN TO THE GREEN SPACE SERVICE AT THE E MAIL ON THE TOP OF THE FIRST PAGE
Activity Guidelines

All activity providers are expected to comply with the following:

1. All events are provisional, until you have received our confirmation that your activity can go ahead. If you do not have permission, your activity may not go ahead.
2. Adhere to any specific terms and conditions that we stipulate. 

3. Operate within the law and comply with all rules and regulations.
4. Ensure the site is left clean and tidy after events have taken place otherwise you may be required to reimburse the cost for clear up. 

5. Understand we may share your application with other relevant officers in the council.
6. The following are not permitted:

· Charge an entry fee/activity cost

· Affix items to park infrastructure, trees etc, without permission
· Cook or barbecue any food in the park
· Allow glass containers on site
· Let the event interfere with any other park users or obstruct other park users
· Do bucket collections or similar, i.e. solicit donations from park visitors or participants
How we will assess your application:

Our assessment criteria include:

1. Meets minimum notice period.

2. The suitability of the proposed park for this type of activity. And does it fit with our general management aims for the park?

3. Does the activity clash with another activity/event in the park?

4. Are the Health and Safety arrangements, including the identification and management of risk, suitable and sufficient?

5. Have previous activities been managed satisfactorily by this group?

6. Does the frequency of activities adversely affect other park users, residents etc

7. Are there any planned maintenance/improvement works that will clash with this event?

Risk Assessment
1. You may wish to use our Risk Assessment Template for Friends Groups to help you consider all the hazards associated with your activity. Please contact us for a copy.
2. You can get support with risk assessment from The Conservation Volunteers, who we contract to support the Borough’s Friends Groups. Please contact us if you’d like further information.
